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APPLICATION FOR RECORDS DISPOSITION STANDARD 
t 

NSTRUCTIONS: Prepare in duplicate and forward to the Records Manageme 
3. I)et,t , Division. Sulxlivision 8 Administering Office Addro+s , 

Dept. o f  T r a n s i t  Opera t ions  
R a i l  Maintenance Division/Communications 
1015  E.  Ponce de Leon 
Decatur ,  GA 30030 1. Application 

Analyst. Management Systems o'ivision 

2. DOPI. Application No. 

FOR RECOROS MANAGEMENT OlVlSlON USE 
' 

4. Person to Contact 

e n e r a l  Foreman M r .  L a r r y  Robinson 

Dot0 Rnmvod Application No. Date Completed 

6. TdephoM Nu& 
294-3411 

8. Data of Series 
Earliest Latest n u  

B."Records Sorim Title Ifolloowcd by title used in offin; if diffmnd 

- 
I Present1  R e d  Tags and Safe  C lea rance  Forms Series 

What i s  the function Of the Division and the Office in which this rmrd  win is crreted? 
1 9 3 9 ~  
0. Division and Office Function 

The D i v i s i o n  of R a i l  Maintenance i s  charged w i t h  t h e  r e s p o n s i b i l i t y  of 
p r o v i d i n g  a s a f e ,  c l e a n ,  and mechan ica l ly  and e l e c t r i c a l l y  re l iable  r a i l  
t r a n s i t  sys tem fo r  t h e  purpose  of t r a n s p o r t i n g  people t o  and from t h e i r  
d e s t i n a t i o n s  i n  a p r o f e s s i o n a l ,  e f f i c i e n t ,  and economic manner. 

The C e n t r a l  C o n t r o l  f u n c t i o n  i s  r e s p o n s i b l e  fo r  the  o p e r a t i o n  and the 
maintenance of a l l  e l e c t r o n i c  equipment  related t o  t h e  r a i l  system. 

I ---I_ 

1 Recorcl Series Doscription This file contains the followiml documfmts (include form numbersand trtlos, rf any/: 
Attach samples of the file 

Documentrre~atingto Reques ts  and a p p r o v a l s  t o  c u t  off  e lec t r ica l  power on any 
s e g m e n t ( s )  of t h e  r a i l  l i n e  ( t racks)  w h i l e  r e p a i r  work i s  i n  
progress. 
R e d  Tags (Form #odfl% ) and Safe C lea rance  forms(65-7766) Included are 

~ , l ~ ~ ~ ~ ~ ~ ~ n g a d :  By c a l e n d a r  y e a r ;  by  month; b y  date. 

2. Monthly Reference Rate How often are records referred to which are. 

One to SIX months old A Seven 10 tWIve months old 7o , Thirtwn to tmnty-four month old 6 
rwentv-five months and older 7 

- 3. Annual Rate of 

; Lwl-sire drawers , Shelves ; O t k  IrPecrfY~ - 
Letter-size drawers 

3012 l3/761 
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- wars. 
years. e. Adminirtratiw n o d  3- yeaFi: ., 

years. ' 1. Federal retention instructions wars. 

d. Audir period, - years. a. State Law 
b. Statute of limitation 

c. Federal law 

Attach COPY or excer t of lem or regularionr. Explain administratiwe need 

I1 yes. where? 

i .  

i. 
IS this series lor. mrior&rion of id regularly microfilmed? 
Don the record series r e s h  in a computer printout? 

. : Documents precautions,taken to cut of f  and resume electrical power 
on the rail system during the repair cycle. 

, -. , . . .  
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-_I-- -I----_ 6 Approved Disporttion Instructions This ngencv recommnds that !he file series Ire cut olf ai the end of e x h  

monthkl 1 vearlsJ. then Hold in the current Ides araa 

Transfer t&b%%cords  Canter; hold 2 year(rJ; then 

Destroy 

Transfer to local holdtng arm; hold vearld; then 

0 Trqnrler to State Archives ldr wmanent retention 

0 Other ISpbolyl  


